
 DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES 
 OFFICE OF THE COMMISSIONER 

 One Centre Street, 17th Floor South 
 New York, NY 10007 

 APPLICATION FOR USE OF CITY BUILDING FOR SPECIAL EVENTS 
 Please type your response or print using a ballpoint pen. 

 A $25.00 non-refundable processing fee is required upon submission of the completed application. Please take notice that 
the City of New York (the City) makes no representation as to the availability of any public building for special events. 
The City does not guarantee the applicant the right to use the space based on the payment of the fee and submission of 
this application. Use of the space will be contingent upon the City in its sole and absolute discretion entering into a short 
term concession agreement with the applicant and the applicant's adherence to the terms and conditions set forth therein.*

 *City agencies are not required to pay processing fee or enter into a short-term concession. 

 BUILDING REQUESTED

 I. PROPOSED APPLICANT 
Individual Corporation Partnership  Not-for-Profit Corporation City Agency

Organization Name:

Name:

 Last                                                                       First                                                               Title 

Doing Business As (D/B/A):

Address:

Mailing Address:
 (If different) 

SS # Employer ID# Phone

 II. CONTACT INFORMATION 

Name:

 Last                                                                       First                                                               Title 

 Are you a party planner/Broker? Yes No Name:

Mailing Address:

Daytime Phone:

Fax

E-Mail Address:

Cellular:

 www.nyc.gov 



 www.nyc.gov 

III. EVENT INFORMATION 

1. Description of Event (please be specific): 

2. Estimated number of people:

3. Date of Event: Event Hours:

 Load in/Preparation time: Clean-up time:
 (Required prior to event) (Required after event) 

4. Food service: ColdHot

5. Wait staff: Buffet Sit-Down Service

6. Will alcoholic beverages be served? NoYes (verification of your liquor license will be required) 

7. Do you wish to use the balcony?  NoYes

8. Please briefly explain the type of decorations you will be using: 

9. Please briefly explain any special needs: 

10. How did you come to learn about this building as an events venue? 

IV. DISCLOSURE QUESTIONS [City Agencies are Not Required to Complete this Section] 
Is the proposed applicant and/or any principal thereof with a 20% or greater equity and/or voting interest in the     
company in default of any obligations to the City of New York for real estate taxes, water/sewer rents and charges, or 
other legally mandated charges?

1.

NoYes

If yes, please provide details of the default below or on a separate piece of paper. 



 www.nyc.gov 

Are there any judgments currently outstanding against the proposed applicant and/or any principal thereof with a 20% 
or greater equity and/or voting interest in the company resulting from lawsuits brought by the City of New York or 
any of its Agencies? 

2.

NoYes
If yes, please specify the type and amount of judgment, the date, court, county and docket number.  

Is the proposed applicant and/or any principal thereof with a 20% or greater equity and/or voting interest in the 
company a party in any lawsuit in which the City of New York or any of its Agencies is also a party? 

3.

NoYes
If yes, please specify the type and amount of the judgment, the date, court, county and docket number.   

Within the past ten (10) years has the applicant and/or any principal thereof with a 20% or greater equity and/or 
voting interest in the company been convicted of a crime? 

4.

NoYes
If yes, identify the charges, the court(s) in which you were convicted, and the disposition of each matter.    

V. ACKNOWLEDGEMENT 
The information set forth herein is true and is submitted to induce the City of New York to enter into a license agreement 
with the proposed licensee. I agree that if any of the information submitted herein changes, I will promptly notify the 
Office of The Commissioner of such changes in writing. 

Signature: Date: 

Rebecca Seale  
NYC Department of Citywide Administrative Service  

One Centre Street, 17 Floor South  
New York, NY 10007   

ATTENTION:  
YOUR APPLICATION MUST BE ACCOMPANIED BY A LETTER SIGNED BY YOUR AGENCY/

ORGANIZATION HEAD.   
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